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30 June 1952

TOs Chief, Organisation and Methods Service

ron 25133

SUBJLCT: Proposed Changes in Names of Agenoy Offices

1, THE PROBLEM,-=
8, Bhould the names of CIA Offices be changed for security ressens”

b, If a change ir to be rade, should new names be used or should a
nunerical system b+ substituted?

2. FACTS BEARING CN TH: PHOBLLM.--

s, (1) DD/P believes nerme of UFC should be shanged for security
reasons, and steps have been teken to institute such a change. lNames
of other covert Offices are being changed es 2 part of the reorgsnisa-
tion of DD/P Offices, but security is not the reasem for such changes.

(2) Ii5 agrees that C50, OFC and names of other "sensitive"
Offices should probably bve changec, However, 146 guestions securlty
of such a change, in view of the administrative problems it would create.

(3) DD/I opposes changing names of any LU/I Offices, eince
none ¢f them are considered covert or "sensitive."

(L) DD/F, DL/I, and I8 oppose any over-all Agency chenge of
Offiece names, because of the administrative disruption it would cauece,

be (1) Letter symbols for the various Offices have not been
stendardiszed, although those included in Arnex ™A" sre generally used.
There is no uniform system of sywbols for divisions, staffe, and branches
and some Offices have devised their own. Cee Annex "%, 211 of these
symbels would require revisien if Office names are changed,

{2) If numbers sre to be used, the new numerical eyster
recently devised for machine use in accounting for money and naterial
could be adopted for this pulibese. Cee Annex "C¥,
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3. DISCUESION,--

s. Bosurity

fince CPC has been assoclated outside CIA with covert functions,
its name should be changed despite the administrative problems
invelved. The names of other fgency Officee are considered secure
without revision. Mos% of the latter sre standard intelligence
and edministrative names, and changing them would probably not be
neceesary for gecurity reasons,

b EMG

(1) Lz a by-produet of this study, it has been deternined from
gentral mail and document processing components that present names
and letter symbols are not used consistently. This retards proper
handling of correspondence and documents. _

(2) HNumbers

The advantages of s numerical system are overshadowed by
1ts administrative dissdvantages, (See Ammox "D%), I& does
not believe numbers would be more secure than letters. 1€ and

ID/P eoncur with ID/I (See Anmex ":i") in oppesing & numerical
system ae being too confusing and difficult to use.

h . C(}NC WSIUM [ Rad
a, Name of OPC sheuld te changed for zecurity reasons,

b, (1) Cenerally used letter symbols for Offices and their compo-
nents should be standardized throughout CIA,

(2) Numbers are not adrinistratively feasible as= component
i, designations.

S. RECOMMENDATIONE.-- It is recormended thats

a. Name of OFC be changed, and that the new name be revised
periodically,

b, Annex "F* be approved as CIA RegulntianMsubﬁect to 2R 4,
changes occurring in names, Orgenigation and Fe ce will essist

any Office so requesting in the work of devising symbols for divisionms,
staffe: and branches.

Bxl0da

o4t Exsminer



20514

Approved For Releasg 2C IN-RDP57-00042A000200210006-9

0
- e | - Sm -
%
3

ARNEXES s

Annex "A", Commonly Used /gency Symbols; /Anmex "B~-1", 4 Sam:-le of
OPC Orgsnisstional Sypbole; Annex "E-27", HI Internal Symbols; Amnex "C},
Chart of Aceounts ~ Personnel Office; Annex "I", Adventages and lisadvan~
tages of a Numericzl System; innex ".", letter from IL/I kwxecutive Officer;
Annex *r%, CIA kegulation
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Security Information

CI ' Dirsctor of Central Intelligence

L | Deputy Director of Central Intelligence
gﬁ Wsm’ + DArector {Intelligence)
D/A Deputy Director {(Administration}
ORE oPeice of Nationn) Estimates
Qe Office of Resesrch and Reporis
0ex ‘ Office of Scientific Intelligence .
OIC office of Intelligence Coordination
Kl office of Current Intelligence | |
oCD - office of Collection end Dissemination
00 Office of Operatione
oS0 oftice of Specisl Operations
OrRC office of Policy Coopdination
0GC office of General Comael
TR Ofice of Trainioeg

SECRET
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Securiw;:forﬂvaﬂbw

opC 0ffice of Paolicy Coordipation

ADPC Asgigtant Director for Policy Coordination
DADPC Deputy Assistant Director for Policy Coordination
EXO Executive Cfficer :
EDA Executive Assistant to DADPC
SAA Special Assistant to ADPC
BAO Special Assistant (Operations) to ADEC
SAI Special Assistant for Inspection
BAR Specisl Assistant for Research _
8RA Specisl Assistant for Reports and Analysis
PO Plans and Operations OStaff
R A PL Plene and Programming Division

 SECRE:
Seeurilty Anformstion
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Office of Perscmnel Director
Pargonnel Studiss and Procedures Staff

Personnel Division {Overt)
Placement Brapch
Transactions and Records Branch
Testing Standards - Training RBranch
Personnel Nelstions Ersnch

Persopnel Procurement Division
Classification and Wege Administration Division

Persomnel Division (Covert)
Office of the Chiefl
Mmm: Branch

Transsactlions and Records Branch
Transactions Section
Appointment Unit
Status Unit
Oversess Bectiom
Pogition Imventory Unit
Files Unit

Personnel Selaticne Branch

Central Processing Branch
Pevgonnel Section
Fioance Saction
Transportation Section

Military Pereonnel Division
Officers
Enlisted Parsormel
Civilian Perscamel
Temporery Authorizstion
Pareonnel Office
Persommel Pool

Administrative Pool

6l00-1~0500
6800~1-0501

640510000
640520500
6405-1-1000
64051 ~1500
EHOB 12000

€410-1-0000

6415#1-0000

§4R0~1-0000
6420-1-0500
6420-1-1000

420~1-1500
£420-1~1510
64@0-1~1511
6h20-1-1512
642011502
6h20-1-1530
6h20-1-1531
6420-1-1532

6h20-1-2000

6k20.1-2500
6420-1-2501
EhR0-1-2502
6420-1-2503

6425-1-0000
6525-1-0500

€485-1+1000
£485-1-1500

64301 -0000
6535-1~0000

* Note: Initial d1git "6“ demotes DD/A group; second digit "4

denotes Personnel Office.
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2.

V.

1=

4.

Cther factors not comsidered, numbers are mors secure becauge
letters, by thelr very nature, indicete identitiea.

Would provide a uniform snd standardiszed system not subject
to distortion in daily use.

More essily applied to lower lsvels of the Agency.
Could be coordinsted with the p eai accounting code on an

organizational basis. (Bee Ammex "C"

2.

f.

Ex
h.

Funbers ars more easily writitern than letters.

Would give & truer picture of chain-of-copmsnd and orgsnizs-
tional interrelationships.

Would eliminate the nesd for many cryptonyms in communications.

¥ore efficient for Ziling end sorting correspondence.

DISADVANTAGES , ~=

A,

b.

L

ey

£.

More difficult to remesber than letiers. A4All correspondents,
stenographiic personnel, messengers and routers would need

s msster 1list or manusl of pumbers. Presence of 30 amny
ligte or menuale would negate security walue.

Periodic revisions in numbers would creste more confusion
and diasruption then changee in nemes and letters.

More difficult and time-consuming to use by messengers aand
mail roos peraonnel.

Thers is 8 greater possidbility of error in transposing and
recording mumbers then names end letters.

Rot conelstent with Agency terminclogy, and would cause dig-
ruption of internal liaieson.

less subject to changes as pescessiteted by orgenisational
changes.

Would require cver-sall changes in existing records and docu~
ments, thue dlerupting activiiies and operations.

4;00042A000200210006-9
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23 May 1952
HLMORANIUN T0:  DB/I
SUBJECT Changing Office designations to numbers or letters

1. You esked me yosterdsy to discues with the AD's the
aubject idee of the DCI) accordingly, I toured the Offices »
spesking to the followine personst

28K18%a g
HR « Yy

S1 = Chadwe
2EH1A%a ¢ -ﬁ
o - D, an rews
2oR1A%a gy -F 251893
0 - Carey and

2. ¥ithout exception the persons contacted thought that the
proposed chenge would only create confusion both within CIA and
without. UCD atressed the confusion within CIA until the many
filers, routers, sorters, and carriers of documente lsarned the
nev langnage. 00 stressed the confueion probable in the winds of
many consumers. Kit sald they would rather be called UEI (0ffice
of toonomle Intelligence) then ORR, but would rather be called
©HRE than Q/"Nurber.®

255149 3 I ¢ sone tecigouna informetion:

Semetire ago, Organization and Methods investigated thre
possibility of empleying a number syster which would reach
down to the division and branch level, e.g.: (8T would be
O=13 Chenmistry Division would be @=1-1; etc., This met with
universal non-acceptance and was shelvec althoug 28K1033
felt that the pertinent papers sre probebly stil
{0 & K,

RECOMLNDATION)  that the DCI be informed that a changs from
the prosent normencilature of our Offices to a syster: of numerical
ar alphabetical designation would ereete go much confueion, result-

ing in lose of time and money, that its virtues zre far cutwdighed
by it vices. :

201893

pxecutive Officor
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Arnex "F%  Imih

1h.

Correspondence Symbols.

" a., The following symbole will be used in all internal headquarters

sorrespondence when referring to Agency componente:

Director of Central Intelligence oI
Ueputy Director of Central Intelligence LIGL
Office of Training UTR
Deputy Director (Plans; Db/P
0ffice of Specisl Operations &0
Office of Policy Coordination OFC
Office of Communications oG
0ffice of Technical Bervice ors
Deputy Director {Intelligence) oo/
Office of Rational Estimates ONE
Qffice of Scientific Intelligence 1839
Office of Ressarch and Reports OKhH
Office of Intellipence Coordinstion QIC
Office of Current Intelligence 13,634
Office of Collection and Disseminetion oL
Office of Operations LG
Deputy Director {Administration) DI/A
Office of General Servicee G
Organizetion and Methods Service oM
Administrative Service A8
Inspection and Security Office 80
Personnel Office PO
Procurement and Supply Office PSO
Hedionl Off4ice ¥
Finance Office Fo
Audit Office AO
Office of General Counsel 0ac

be 411l Offices will devise correspondence symbols for component
divisions, steffs and branches., fectionsg and unlts will be included,
if considered necessary in normal correspondence procedures. All
correspondence symbols will be coordineted with the Organization and
Methods Service,

FOHR THoe DIRECTOR OF CRNTRAL INTELLIGENCE

Deputy Director
{(Administration)

SECRET
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